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1.0 Overview

The NeoGov Insight implementation allows agencies to create and submit requisitions for job
postings to MSPB. Once MSPB authorizes the requisition, posts the job opportunity, builds the
list of eligible candidates and refers eligible candidates, state agencies will need to complete the
hiring process. NeoGov allows agencies to schedule interviews, track offers, reject candidates,
and make hires.

The agency user has links to view the following (navigational links located on the upper right
side of the screen):
¢ My Requisitions 1 displays a listing of all requisitions for which a user has access to

e My Listi displays referral lists by requisition

e Preferences i displays user information for requisition notifications
e Help and Support 1 provides links to training manuals

e Logouti allows the user to log out of the system

Menu Options (Post, Approval and Admin) will appear at the top of the screen under the
navigational links (left of screen). To see additional details regarding Menu Options, refer to
Section 8.0 Miscellaneous Information.

NOTE: The security rights assigned to a user will indicate what links a user will see when they
sign on.

The steps outlined in sections 2.0 Create Requisition i 6.0 Hire Approval guides a user through
a complete recruitment lifecycle from the perspective of a state agency.
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2.0 Create Requisition

The following outlines the steps to creating a requisition:
1. Log into the Online Hiring Center T Departments region of Insight
2. Click on Open New Requisition

NEOGOW

’lnSIth OHC My Requisitions | My SME Review | My List | Preferences | Help & Support | Logout

Post Approvals Admin
Welcome, Logan Litchliter My Requisitions
COpen New Requisition | Show &ll Regs. in My Dept. | Show Approval Detail | View Department Users | Show Filled Regs. | Show Cancelled Regs.

Search for req. #, req. title or position #: | |

NOTE: Links are available to allow a user to perform the following:
e Show all Regs in My Dept -- all requisitions in a department for which a user has

access

e  Show Approval Detail -- details associated with an approval (i.e. assignment, date,
notes)

e View Department Users link -- all the users assigned to a department

e Filled Requisitions

e Cancelled Requisitions

3. Locatethe appropriatec | ass titl e, under the Ce®ReNpwi si ti ond

AIBICIDIEIEIGIHILIIIKILIMINICIEIRQIBIEITILILIW]|AlY]Z

Search for class title or class code: IEI

2187 records found.

Page 1 of &5 << Previous Page 123456718210 NextPage ==
Class Code Class Title Positions Requisition

2950 ABC-AGEMT-IN-CHARGE Paositions Create New

ozoo ABC-ENFORCEMENT AGENT I Positions Create New

0535 ABC-ENFORCEMENT AGEMNT II Positions Create New

3319 ABC-ENFORCEMENT AGEMNT IIT Positions Create New

0173 ACADEMIC TEACHER I Positions Create New

NOTE: Use the search functionality to narrow the results displayed.
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4. Complete the following Fields on the requisition screen:
e Desired Start Date = This is the date the department wants the posting period to begin
(MM/DD/CCYY)
¢ Requisition # = Insight will populate this field each time a requisition is created
e Working Title = Enter the name associated with the Class Specification type
(Occupational Name).
¢ Vacancies = Enter the number of vacancies the agency wants to fill with this requisition
e Department = User will select the department associated with the requisition
e Division = This is not a required field and no selections will be identified.
e Position = Users will select the appropriate position number (PIN 7 Personal
Identification Number).
o Multiple Positions = Users may select multiple positions of the same class
specification type by clicking on the document icon.
o Position Search = Users may perform a search to identify the appropriate
PIN. If a user selects the magnifying glass icon, a search box opens and
users can searchusingfi St arts witho or AContainso fil
o Position Information = The following position information is displayed
dynamically from the Insight Position Data table when the information icon is
selected:
Position Code
Position Title
Job Type
Status
Standard Hours
FTE
e Hiring Manager = User will select the name of the employee who has the authority to
hire an applicant
e Job Term = Full-Time or Part-Time
e List Type = Insight will display the following options:

vy > D> D

0 Regular=postingisopen to all applicants and will app
CenteriJob Postings6 |link of the MSPB website.
o Promotional Only = posting is only open to permanent state employees that work
for the hiringagency. The posting wil |l appeaoronniheedAgt

on the MSPB website.
o0 Transfer = posting is open to all state employees. The posting will appear on the
6State Empl oyee OphpMSPB webditd. i e s l ink on
e Skills = This box will not be used.
e Requisition End Date = This is the date the department wishes the job posting period to
end (MM/DD/CCYY)
e Special Qualifications = Special Qualifications are additional requirements used in
conjunction with the minimum qualifications of a job class to designate specific skills,
abilities, education, and/or experience necessary for a particular position. In no case
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shall the special qualifications exceed the minimum qualifications as outlined on the
class specification for the job class.

e County/Counties Name = Identify the appropriate county/counties for the position. In
order to choose more than one county, hold the Ctrl key when selecting.

¢ Shift Schedule = Identify the appropriate shift schedule.

e Travel Schedule = Identify the appropriate travel schedule for the position.

e Is this position time-limited = The department will choose whether this position will be
time-limited or permanent

e Agency Information = If the agency wants to be identified on the posting enter name
and address

¢ Comments = The department may enter in specific information related to the requested
position(s)

e No Approvals = Check this box if no approvals are required. MSPB will still authorize
the requisition even if this option is selected.

e Approval Levels = NeoGov allows for various approval groups to be added. If approvals
are needed, select the approver(s) from the list boxes on the right side of the screen.
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Class Code: 4322
Creator: Wadsworth, Susan

* Required
Desired Start Date: Ii
* Requisition #: [assigned when requisition is saved]
Working Title:l
Vacancies: I—
= Department: [0671 - EMPLOYMENT SECURITY |
Division: | === Select === ~

4 4 © position: | 0671-000514-000001593 - ES-EMPLOYMENT INTERV 7]

 Starts with

Filter Options:
' Contains

Position Search Position Code:

I Search |
| === Select === j

Select a position:

Position Code 0671-000514-000001593
Position Title ES-EMPLOYMENT INTERVIEWER 11
Type Part-Time
Status Vacant
Reports To
Bargaining Unit
Standard Hours 39
Head Count /
FTE 0/

Position Info

* Hiring Managers: Available:
Adams, Sherry
Addison, Gloria
Cain, Cheryl
Coleman, Alicia =
Galloway, Carlos
Hampton, Crystal x|

Assigned:

List Type: | === Select === j
Skills: |
Comments: =]

# Requisition End Date :

Special Qualifications : =]

# Select county/counties associated with position|== Salect == AI
(if selecting multiple counties, hold the Ctrl key |aApAMS

down and select all appropriate counties) :

# Is this position Time-Limited?
# Travel Schedule

* Schedule Shift

ALCORN
AMITE 4|

: Cves O No
:|== Select == vl

=|== Select == j

No Approvals [T

Approval 1: Adams, Sherry ~ a|
IDepartment Approverj Addison, Gloria
Galloway, Carlos
& Must approve before next approval Hampton, Crystal —
" Final approval Keaton, Tirey
PP Litchliter, Logan ;I
Approval 2: - Adams, Sherry 4]
HR Director j Addison, Gloria
Galloway, Carlos
" Must approve before next approval Hampton, Crystal —
& Final approval Keaton, Tirey
PP Luckett, Adriane ;I
Save Only Save and Release
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5. Click Save and Release to send the requisition to MSPB or the appropriate approver.

NOTE: The Save Only button retains the requisition information entered as a Draft Requisition.

NOTE: If approver(s) have been selected, the requisition is not sent to MSPB until at least one
approver has performed the approval function.
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3.0 Requisition Approval

If the requisition requires agency approval, the following steps should be followed by the
selected Approver:

1. Log into the Online Hiring Center i Departments region of Insight
2. Click on Requisitionf r om t he OApproval 6 tab in the menu ba
3. Selectthe Approve/Denyl i nk i n the Action column under M@AReqg

Post Approvals Admin

Welcome, Logan Litchliter My Requisition Approvals

Show Approval Detail | Active Regs. | Filled Regs. | Cancelled Regs.
=how 2pproval Uetanl q
AIBICIDIEIEIGIHILIIIKILIMINIGIEIQIRISITILIVIWIX|Y]|Z
Search for req. #, req. title or position #: |

Requisitions Awaiting My Action
1 record found.

Req # K Title Position ID Department Y Division IV Created Y Creator IV Status ¥ Action

00171 ,I'i‘\cademlcTeacher 0161 - DFA- In

PR . . ccian A i I —
FINA... 05/11/11 |Litchliter, L Frasess Edit Reassian Approve/Deny History

Company Information | Privacy Policy | Legal Terms

NOTE: Users can elect to edit, modify the assignment, or review the history of a requisition.

4. Select the appropriate action:
e Approve =the requisition is approved
e Deny = the requisition is denied
¢ On Hold/Pending = the requisition is placed in a pending status, and no further action is
taken

e Cancel = cancels the requisition and sends an email notification back to the individual
who created the requisition

00171 - ACADEMIC TEACHERI

* Raquired

=<ApprnvefDeny|gpprgue v|
Mote

This is approved.|

Save

5. Add comments if applicable and click on the Save button
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4.0 Postings/Applications/Evaluation/Eligible and Referral Lists

Once a user selects the Save and Release button from the recruitment, the record is available
for processing by MSPB. MSPB staff will authorize the requisition and generate a posting.
Once applicants have applied for the position and closing period has ended, MSPB will push
applicant records through the evaluation process, place eligible candidates on an eligible list,
and then refer the applicants to the hiring agency.

If MSPB cancels the requisition, it will be routed back to the agency. The agency will be notified
via email from their MSPB Consultant if a requisition is canceled. In order to see cancelled
requisitions, click Show Cancelled Requisitions.

elcome, Logan Litchliter My Requisitions
Open Mew Reguisition | Show &ll Regs. in My Dept. | Show Approval Detail | Wiew Department Users | Show Filled Regs. | Show Cancelled Regs.

Search for req. #, req. title or position #: =0

5.0 Hiring Manager

The hiring manager has the ability to schedule interviews, make an offer, hire an applicant, and
track each option of the life cycle. The hiring manager also has the ability to generate
notices/emails to referred applicants. The Hiring Manager now has the ability to print all
applications they wish to review or only selected applications.

5.1 Schedule Interviews

This section provides instructions for an agency to schedule interviews.

1. Log into the Online Hiring Center i Departments region of Insight
2. Click My List in the toolbar at the top of the page.
3. Click View in the Candidates column on the row with the correct requisition.
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S records found.
Page 1 of 1

Req # M Title Position ID Department I¥ Division ¥ Hiring Mgr Candidates Applications Iﬁae?;rred

Benson, Brenda
Galloway, Carles
popanment of Mebade, Eimgnane| 22 e
Wadsworth, Susan
Walleer, Shelley
Benson, Brenda
Department of DFA-Human Litchliter, Logan Fm :
el - Resou... Wadsworth, Susan dew — LS
Walleer, Shelley
Batts, Sharetha
Beard, Ryan
Benson, Brenda
Culrp, Lea Anne
Dampier, Randy
Galloway, Carlos
Griffin, Iris
Hartzog, Martha
Hayes, Teresa

00001 Accountant/Auditor

00035 Branch Director 11

EMERGENCY Department of Hill, Mary e : o
D004 e ECOMMUNICATOR 1 F... Hill, Valerie = Enint e
Jones, Linda
Litchliter, Logan
Luckey, Carlton
Lunsford, Cheryl
McDade, Elma Jane
Owens, Ronna
Perry, Susan
Wadsworth, Susan
Walleer, Shelley
00050 |DIRECTOR W Eepa”ment of Wadsworth, Susan View Print 03/16/11
State Griffin, Iris
y it Vi - 17/
00052 DIRECTOR W e Litchliter, Logan Jiew Print 03/17/11

Wadsworth, Susan

NOTE: The Hiring Manager has the ability to print applications once the referred list is sent to
the agency.

4. Put a check in the box next to the applicant you would like to schedule an interview.
5. Choose Schedule Interview from the dropdown box, and click Go.

Master Email Exam  Action . Referral .
| | Person ID Profile Phone Notify Plan # Date Notices e Disabled Vet Veteran
[]|Beard. william 5318602 View |P: (501) 988-7135 | 2352’ 03/11/11 | wa
2923-
[1|ensen. Brenda 5317641 View . 160- 03/11/11 N/A
20110311
[ | blow. ice 5318945 View . 2?_:3' 03/11/11 | WA
2923-
[1 |schrute, Dwight 5318946 view 160- 03/11/11 [
20110311
2923-
[ |Twson, Mike 5318953 View 316- 03/11/11 [
20110311
2923-
[1 |walker, Shellev 5317207 view . 316- 03/11/11 [
20110311
|Schedu\e Interview V| [ Gor | 6 records found.

6. Complete the required fields.
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* Required
Mame: William Beard
Person ID: 5318602
* Date: | May v|l9 |v|[2011 v
*'ﬁnm:|3pn1 V|hUU v|
Duraﬁnn:|1 hr V||:DD Vl
Lacaﬁnn:| |
Address 1:| |
Address 2:| |
City: | |
State:|== Select == w
Zip Cade:| |
Phane:| |

Disposition: Scheduled
Comments:

Save

7. Click Save.
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5.2 Make an Offer

This section provides instructions for an agency to track offers made to candidates.

1. Log into the Online Hiring Center 1 Departments region of Insight
2. Click My List in the toolbar at the top of the page.
3. Click View in the Candidates column on the row with the correct requisition.

Reqg # K Title A Position ID Department P! Division ¥ Hiring Mgr Candidates Applications Iliae?ttarred

Benson, Brenda
Galloway, Carlos
Department of Litchliter, Logan
Fuue McDade, Elma Jane
Wadswarth, Su=zan
Waller, Shelley
Benszon, Brenda
Department of DFA-Human Litchliter, Logan
Fuue Resou... Wadsworth, Susan
Walker, Shelley
Batts, Sharetha
Beard, Ryan
Benson, Brenda
Culrp, Lea &nne
Dampier, Randy
Galloway, Carlos
Griffin, Iris
Hartzog, Martha
Hayes, Tereza
EMERGENCY Department of Hill, Mary AT B P
TELECOMMUNICATOR T F... Hill, Valerie e Erint R
Jones, Linda
Litchliter, Logan
Luckey, Carlton
Lunsford, Cheryl
McDade, Elma Jane
Owens, Ronna
Ferry, Susan
Wadswarth, Su=zan
Waller, Shelley
Wadsworth, Susan

oooo1 Accountant/Auditor View Print 02/25/11

00035 Branch Director II 232132 View Print 03/08/11

ooo41

00050 | DIRECTOR W EEpa“mE”t o

State
Fersonnel...

View Print 03/16/11

Griffin, Iris
Litchliter, Logan View Print 03/17/11
Wadsworth, Susan

oposz2 DIRECTOR V

4. Put a check in the box next to the applicant you would like to make an offer.
5. Choose Make Offer from the dropdown box.

Interview Scheduled

Master Email Exam Action - Referral =
Person ID Profile Phone Notify Plan # Date Notices Eomae Disabled Vet Veteran
[]|Beard. william 5318602 view |P: (601) 988-7135 | 2|9_n2q3’ 03/11/11 | N/A
2923-
[ | walker. Shelley 5317207 View . 316- 03/11/11 7
20110311
|Make Offer V| 2 records found
6. Click Go.
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7. Complete the required fields.

= Required

Mame: Shelley Walker
Person ID: 5317207
* Status: Answer Pending

* Offer Date: |05/09/11

Offer Amount: |$0.00

Bonus Amount: |50.00

Comments:

Save

8. Click Save.

Wednesday, November 23, 2011 Pagel4d



NeoGov Insightz Agency Recruitment and Selection Process

5.3 Hire an Applicant from a Referred List

This section provides instructions for an agency to hire an applicant.

1. Log into the Online Hiring Center i Departments region of Insight
2. Click My List in the toolbar at the top of the page.

3. Click View in the Candidates column on the row with the correct requisition.

S records found

Req # M Title Y

oooo1 Accountant/Auditor
00035 Branch Director 11 232132
o004t EMERGENCY

TELECOMMUNICATOR I

0oos0 DIRECTOR V

oposz2 DIRECTOR V

Department of
[

Department of
[Faoo

Department of
(oo

Department of
[

State
Fersonnel...

Position ID Department Y Division FY

DFA-Human
Resou...

Hiring Mgr

Benson, Brenda
Galloway, Carlos
Litchliter, Logan
McDade, Elma Jane
Wadswarth, Su=zan
Waller, Shelley
Benszon, Brenda
Litchliter, Logan
Wadsworth, Susan
Walker, Shelley
Batts, Sharetha
Beard, Ryan
Benson, Brenda
Culrp, Lea &nne
Dampier, Randy
Galloway, Carlos
Griffin, Iris
Hartzog, Martha
Hayes, Tereza
Hill, Mary

Hill, alerie

Jones, Linda
Litchliter, Logan
Luckey, Carlton
Lunsford, Cheryl
McDade, Elma Jane
Owens, Ronna
Ferry, Susan
Wadswarth, Su=zan
Waller, Shelley
Wadsworth, Susan

Griffin, Iris
Litchliter, Logan
Wadsworth, Susan

: . Last
Candidates Applications p e 4

Print

02/25/11

03/08/11

03/11/11

03/16/11

03/17/11

4. Put a check in the box next to the person you would like to hire.
5. Choose Hire from the dropdown box, and click Go.
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Referred
Master Email Exam Action Elig Exp e .

B Name Person ID Profile Phone Notify Plan # Date Date Motices Disabled ¥et Veteran
0159-

[1|Bob, Bob 5319016 Wiew DIRECTOR| 03/16/11 | 03/15/12 HAR
I-W-GN
0159-

[]|Davis, Charlie 5319022 Miew DIRECTOR| 03/16/11 03/15/12 N/ B
I-W-GN
0159-

[1|3ardan, Tom 5319050 Wiew 161- 03/16/11 | 03/15/12 HAR
20110316
0159-

|:| Moore, Tony 5319023 Miew DIRECTOR| 03/16/11 03/15/12 N/ B
I-W-GN
0159-

[1|Rain, Cindy 5319019 Wiew DIRECTOR| 03/16/11 | 03/15/12 HAA
[-4-GN
0159-

[]|Smith, Tova 5319024 View DIRECTOR| 03/16/11 03/15/12 N/ B
I-W-GN
0159-

Sue, Penny 5319013 Wiew DIRECTOR| 03/16/11 | 03/15/12 MAA
[-4-GN
0159-

[ | wrilliarns, Bill 5318437 Wiew . 161- 03/16/11 | 03/15/12 MAR
20110316

|Hir’e V| | Gor | 3 records found.

6. Complete the required fields.

NOTE: Be sure to include 6 digits for the PIN # (include leading zeros, example for PIN # 155 =
000155
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= Required

Mame: contract analyst - fail
Person ID: 5319121
Status: Hired

= Dffer Date:
Offer Amount: $|:|
Bonus Amount: $|:|
= Answer Date:

= Filled On Date: |05/19/11

= Start Date: |05/19/11
Orientation Date: |05/19/11

Keep Active on Eligible List: |No  +

Comments:
2500 character limit

= Annual Salary (#2222, decimal is |
required, no symbols) :

* PIN # :

* Appointment (Hire} Reason : (| ateral Transfer - No Pay Change
Mew Appoint - At Start Salary
Mew Appoint - Below Start Salary o
Mew Appoint/Mewly Elected - Mon SPB, Non-Comply bl

[

* Mew Hire SSN (numbers only) :

= Gender :|== Salect == v‘
E3 EthrllClt\f :| == Select == V|
= Birth Date (mm/dd/yyyy) :

Mo Approvals []

Approval 1| == Select == V|
Approval 2| == Select == V|
[ Save ] [ Save and Release

7. Click Save and Release.
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5.4 Reject Applicants

Applicants that are not selected for hire should be rejected. This section provides instruction on
how to reject referred applicants.

1. From t he
like to reject.
2. Choose Reject from the dropdown box, and click Go.

6View Applicant s6 s cr eapplicant yowwouldh

check

Interview Scheduled

Master
Profile

Email Exam Action
Notify Plan # Date

03/11/11 MN/A

Referral

Person ID Phone Notices Disabled Vet Veteran

eard, William
B d, Will 5318602

[ | walker, Shelley 5317207 View 316- 03/11/11 | N/A
20110311
Lo 2 records found

3. Select the appropriate reason for notification and enter any appropriate comments (if
applicable)

* Required
Mame: Shelley Walker E317207
* Reason: | Declined Appointment e
Comments:
[ Saue] [ Cancel ]
4. Click Save.
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5.5 Notify Applicants

All applicants should be notified. This section provides instruction on how to notify referred
applicants. Staff should select Email Notify for candidates who have elected to receive email
notifications and Mail Merge for those who have elected to be notified by paper.

1. Click My List in the toolbar at the top of the page.
2. Click View in the Candidates column on the row with the correct requisition.

3. Select the candidate(s) you wish to notify, the type of action (Email Notify or Mail Merge)
and click Go.

Interview Scheduled

Master Email Exam Action - Referral =
W Name Person ID Profile Phone Notify Plan # Date Notices B Disabled Vet Veteran
[]|Beard. william 5318602 View |P: (501) 988-7135 | = 2|9_|_|2q3' 03/11/11 | na
2923-
Walker, Shelley 5317207 View . 316- 03/11/11 N/A
20110311
Email Notify Al Go» | 2 records found.

4. Select the appropriate Template for notification
5. Click the Generate Notices button

NOTE: The user has the ability to customize the template by clicking the Edit Template button.
Refer to section 8.0 Create OHC Notice Templates for instructions.

Requisition: 00041 - EMERGENCY TELECOMMUNICATOR.

Select Email Format: [HTML ¥
Select Template: | v| l Edit Template

Candidate Person ID Email Date & Time Received
Waller, Shelley 5317207 |walkersh@dfa.state.ms.us 03/11/11 10:35 AM

Generate Motices
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6. Review the email notification or paper document
7. Select the Send button

Wiew Referred Candidates

Requisition: 00041 - EMERGEMCY TELECOMMUMNICATOR I

Email preview appears below. Email will NOT be sent until you click on the 'Send' button.

Template: you're hired

Candidate Person ID Email Date & Time Received

Walker, Shelley 5317207 |walkersh@dfa.state.ms.us 03/11/11 10:35 AM

Email 1 (To: valkersh@dfa.state. ms.us)

May 11, 2011
Shelley Walker
test

test, M3 12345

Dear Shelley:

We are happy to inform you that yvour are hired for Emergency Telecommunicator 1.

Wery truly yours,

State of Mississippi Human Resources Department

If vou applied online, please verify vou have received this message by visiting:
https:/fwww.training.gevernmentjcbs.com/fis login.cfm?opheader=missiccippi@OHCResponseCode=44531

Mail Merge

iew Referred Candidates

Requisition: 00244 - ADMIN ASSISTANT III

Template: you're hired

Candidate Person ID Date & Time Received
Smith, Valerie 5320190 |0S5/19/11 08:00 AM
Template Name Candidates Mail Merge Mailing Labels

you're hired 1 ] IAvery 5260 'I

8. Applicants are notified.

NOTE: Select the Mail Merge icon to display the word document and print the word document.
Users also have the ability to print mailing labels.
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6.0 Hire Approval

If the hire record requires agency approval, the following steps should be followed:

1. Log into the Online Hiring Center i Departments region of Insight
2. Under the OApproval é t &besin the menu bar
3. Select the Approve/Deny link

Post Approvals Admin

Welcome, Logan Litchliter My Hire Approvals
Show &ll Approval Steps

Req # K Title A Department ¥ Division I Hire Name 1 start Date ' Hire Steps Action

00054 HISTORIAN I11| 0161 - DFA-FINA... Montgomery, Susan 05/11/11 Details| Show |Approve/Deny History

NOTE: Links are available to allow a user to perform the following:
e Show all approval steps = displays details regarding the approval process
e See Hire Details = displays details associated with the hire
e Steps = displays the status of the approval
e History = displays the approval history

4. Select the appropriate action and enter any comments (if applicable):
e Approve =the hire is approved
¢ Deny =the hire is denied

= Required

Appmve;’Denﬂ == Sglaert == _v|

Comments

Save

5. Click the Save button
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7.0 Authorize Requisition/Upload to SPAHRS

After the hire is saved, a record is created for MSPB staff to approve the hire. Once the hire is
approved, a nightly batch creates a record in SPAHRS.

AGENCY DEPARTMENT USER STAFF WILL CONTINUE TO COMPLETE THE NECESSARY
DETAILS IN SPAHRS ONCE THE INDIVIDUAL BEGINS WORK.
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8.0 Create OHC Notice Templates as a Department User

vi ew OHOHOWNwtice ce Templ

Agency users can ¢ ate and
nd OHC Notices0O selected in

re
Templ ateso and/ or ASe

1. Log into the Online Hiring Center 1 Departments region of Insight
2. Select Notice Templ atdewssménuom t he 6Admindé pull

NEOGOV

,lnSIth OHC My Requisitions | My SME Review | My List | Preferences | Help & Support | Logout

Post Approvals | Admin

Welcome, Logan LitciSENi=R el Ele=r My Requisitions
Cpen Mew Reguisition | Show All Regs. in My Dept. | Show Approval Detail | View Department Users | Show Filled Regs. | Show Cancelled Regs.

Search for req. #, req. title or position #: | |

3. Click Add New Template link

Post Approvals Admin

Welcome, Logan Litchliter
Show Inactive Templates | Add New Templates

Search for template name: |Iﬂl

4. Complete the OHC Template form, including:

¢ Name i Notice template name
e Department Available i Authorized users from the specified departments can copy this
template
e Description i Notice template description
e Subject i Email template subject
e Reject Reason i Associated reject reason (If applicable)
¢ Template i Define the notice template text
0 A sample template is provided within the OHC
o Available automatic text fields are located and defined at the bottom of the
60OHC Notice Templated form
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= Required

* Name| |

* Department(s): Available: Selected:
0051 - SC-SUPREME COURT

(Select Department] | 0p54 - SC-ADMIMISTRATIVE OFF OF COURTS
0055 - SC-COURT OF APPEALS

[ 3

" W
iy W

0071 - ATTORMEY GEMERAL o
Description
E Subject|
Reject Reason| —= Salect == v
* Template

Save || Preview

5. Click the Save button

6. The OHC Notice Template screen is displayed including the new template.
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8.1 Edit OHC Notice Templates from the OHC as a Department User

1. Log into the Online Hiring Center i Departments region of Insight
2. SelectNoticeTemp!| at es f r o m-dowm mend. A listimg of previpusly dreated

templates will appear.
3. Click Edit next to the specific template. (Department Users do not have access to edit

notices created by other users.)

3 records found.

Page 1 of 1

Description Subject Created By Action
you're hired you're hired you're hired Quinones, A (OHC) |Copv Preview
fearets aijtectlon Notification - Educational Requirements Not J;b Application - ; Requisition (Hgﬂdcirson, D Zamy Emiar
%ﬂ This position is no longer open to recruitment. No Longer an Opening Litchliter, L (OHC) |Edit Copv Archive Preview
Page 1 of 1

4. Make the appropriate changes.
5. Click the Save button
6. The OHC Notice Template screen is displayed including the new template.

8.2 Copy OHC Notice Templates from the OHC as a Department User

1. Log into the Online Hiring Center 1 Departments region of Insight

2. Select Notice Templatesf r om t h e éaldwh ména. & lispng of previously created
templates will appear.

3. Click Copy next to the specific template.

3 records found.
Page 1 of 1

Description Subject Created By Action
you're hired you're hired you're hired Quinones, A (OHC) |Copv Preview
Regrets ﬁn:]tectlon Motification - Educational Requirements Not J;b Application - ; Requisition (Hgﬂdcirson, D co Sreview
Mo Longer an f S . - < : P . o mie .
Openin This position is no longer open to recruitment. Mo Longer an Cpening Litchliter, L (OHC) |Edit Copv Archive Preview
Page 1 of 1
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4. A new window will open with a copy of the selected template. Click the Copy button.

* Required

& Name Mo Longer an Opening

Department(s): 0151 - DFA-FINAMNCE AND ADMINISTRATION
Description This position is no longer open to recruitment.

& Subject Mo Longer an Opening
Reject Reason Considered
i Template , Dear : This position is no longer open to recruitment,

Copy || Back

5. When the template opens, make any necessary changes.
6. Click Save

8.3 Archive OHC Notice Templates from the OHC as a Department User

1. Log into the Online Hiring Center i Departments region of Insight

2. Sel ect Notice Templ atdewn ménu. Alisting bf ereviouslg ecreated p u | |
templates will appear.

3. Click Archive next to the specific template.

NOTE: Department Users do not have access to archive notices created by other users.

3 records found.
Page 1 of 1

Description Subject Created By Action

vou're hired you're hired you're hired Quincnes, A (OHC) |Copv Preview

Rearets aeejtectlon MNotification - Educational Requirements Not Jfob Application - ; Requisition (Hgﬂdcirson, D co B

No Longer an f S f . . . \ - IR .
Openin This position is no longer open to recruitment. No Longer an Opening Litchliter, L {OHC) |Edit Copv Archive Preview
Fage 1 of 1

4. A pop-up window will ask if you are sure you want to archive the specific template. Click the
OK button.

NOTE: OHC Notices can also be created by HR Users from the Candidate Track menu in
Insight and are assigned to one or more departments. Insight users have the ability to create
OHC Notices and edit notices created by OHC Users.
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9.0 Miscellaneous Information
9.1 Post Menu Option
The O6Postdéd tab in the menu bar has only one

system will display all of the job postings the user can access. Job #, Job Title, Status,
Advertise From, Advertise To, Last Updated, and Assigned To columns are displayed.

Post Approvals Admin

Welcome, Logan Litchliter Job Postings - All
A|BICIDIEIEIGIHIIIAIKILIMINIQIEIQIRISITILIVIW|IX|Y|Z
Search for jobs by title or code: | |
Search by recruiter: |A” v|

188 recerds found.
Page 1 of 8

,,,,,,, Mext Page ==
Last
Adv. From ! Adv. To B Updated ' Assigned To [
02/08/11 02/18/11 11:59 PM 03/22/11 McDade, E

Status [V
Expired

Job Title 1Y
Accountant/Auditor Manager

00002 Accountant/Auditor Archived 02/08/11 02/11/11 02:56 PM 03/31/11 Griffin, 1
oooo4 BUREALU DIRECTOR IT Expired 0z2/08/11 02/22/11 11:59 FM 02/08/11 Jones, L
00004 BUREAU DIRECTOR IT Expired 03/11/11 Jones, L
00005 Accountant/Auditor Archived 03/09/11 03/11/11 11:59 PM 05/02/11 Galloway, C
00007 Accountant/Auditor Archived 02/08/11 02/16/11 11:59 PM 04/13/11 Wadsworth, 5
00010 Accounting Auditor 11T Expired 02/08/11 02/15/11 11:59 PM 02/08/11 Cwens, R

9.2 Admin Menu Option: Notice Templates

Users with Administrator security access can manage Notice Templates in NeoGov. Under the
60Admind tab i n Ndiee Tenplates. This page altows the kiser to edit, copy,
and preview Notice Templates. Refer back to section 8.0 for instructions.

Post Approvals Admin

Welcome, Logan Litchliter OHC Motice Templates
Show Inactive Templates | Add New Template
A|BICIDIEIEIGIHIIIIIKILIMINIQIEIQIRISITIVIVIWIXI|Y]Z
Search for template name: |m
1 record found.
Page Lof 1
Description Created By
you're hired you're hired you're hired Quinones, & (OHC) Copy Preview
Page L of 1
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9.3 New Hire Declines Offer of Work/Does Not Report to Work

Circumstances may arise in which the individual hired by an agency and authorized by MSPB
decides to decline the offer of work or fails to report for work. When this happens the steps
outlined below should be followed:

1. Log into the Online Hiring Center i Departments region of Insight
2. Click My List in the toolbar at the top of the page.
3. Click View in the Candidates column on the row with the correct requisition.

S records found
Page 1 of 1

Req # M Title Position ID Department I¥ Division ¥ Hiring Mgr Candidates Applications Ili:?f!rred

Benson, Brenda
Galloway, Carles
Department of Litchliter, Logan e . o
F... McDiade, Elma Jane dew 2ot AL
Wadsworth, Susan
Walleer, Shelley
Benson, Brenda
Department of DFA-Human Litchliter, Logan
- Resou... Wadsworth, Susan
Walleer, Shelley
Batts, Sharetha
Beard, Ryan
Benson, Brenda
Culrp, Lea Anne
Dampier, Randy
Galloway, Carlos
Griffin, Iris
Hartzog, Martha
Hayes, Teresa
EMERGENCY Department of Hill, Mary e T o
D004 e ECOMMUNICATOR 1 F... Hill, Valerie = Enint e
Jones, Linda
Litchliter, Logan
Luckey, Carlton
Lunsford, Cheryl
McDade, Elma Jane
Owens, Ronna
Perry, Susan
Wadsworth, Susan
Walleer, Shelley
Wadsworth, Susan

00001 Accountant/Auditor

00035 Branch Director II 232132 View Print 03/08/11

00050 DIRECTOR W EEDEII’TI‘I‘IEI‘It of

State
Personnel...

View Print 03/16/11

Griffin, Iris
Litchliter, Logan View Print 03/17/11
Wadsworth, Susan

ooosz DIRECTOR W

4. Select the individual previously hired and click the Reject option from the drop down option
click Go.

Hired

Email Exam Action Referral Disabled

Person ID Phone Notifv Plan # Date Notices Expires Veteran Veteran
v |Dent, Cicely 5321157 00400 06/08/11 N/A 9/5/2011 |No No No Details
T | + record found.
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5.
6.

7.

10.

The system will display the Reject Candidate screen.
Staff should select the appropriate reason for rejection (Declined Appointment or No Show
to Job) and click Save

Requisition # 00400 Position Type

ES-EMPLOYMENT INTERVIEWER

Requisition Title - Vacancies

ES-EMPLOYMENT INTERVIEWER 1234, SW

Waorking Title o HR Analyst =—————

Department 0671 - EMPLOYMENT SECURITY HR. Analyst Phone 601.359.1344
Exam Plan # 00400 HR Liaison Wadsworth, Susan

Exam Plan Title ES-EMPLOYMENT INTERVIEWER HR Lisison Phone 601.359.1344

Job 400 ES-EMPLOYMENT
INTERVIEWER II

Positions 0671-005567-000001593

* Required
MName: Cicely Dunk 5321157
* Reason: | Declined Appointment j
Comments: =]
Save | Cancel |

In order to hire an individual from the previous referral list staff should perform the following:

e If the hire record has a future date, delete the record from SPAHRS.

e If the hire date has passed, contact MMRM&tSH@dfa.state.n@r call 601359.1343to have
the record deleted from SPAHRS.

e |f the new hire workd one day(or part of a dayand leavey the agency will enter a termination
date in SPAHRS.

NOTE: In all the above scenarios the PIN will be identified as vacant and eligible for
recruitment again the following day.

The agency will submit a new requisition with a note in the comments section indicating that
a new posting is not required and request that the eligible list be referred to the agency
again.

MSPB staff will authorize the requisition and associate the previous exam plan to the new
requisition thereby sending the same referral list (excluding the individual who failed to
report or declined the appointment) to the agency again so that a new candidate may be
selected for hire.

Once the agency receives the new referral list, they should perform the hire as outline in
Section 5.3 Hire an Applicant from Referral List.
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9.4 How to Save Applications using Microsoft XPS Document Writer

1. Log into OHC.

2. Click on My List.

3. Click on the Print link next to the Requisition for which you would like to print
applications.

/& NEOGOV Insight OHC - Referred Lists M- v [ dh v Pagev Ssfetyv Toolsv @+ @

NEOGOV

FInsight OHC

My Requisitions | My SME Review | My List | Preferences | Help & Support | Logout

Admin

Post Approvals

Welcome, Shelley Walker Referred Lists

Show All Lists in My Department

A|BICIDIEIEIGIHILIIIKILIMINIQIPIQIRIS|T]

c
<
=
<
=
~

Search for req. #, list title, or position #: Gob

Show Archived

i Search by hiring manager: | All [~]

13 records found.
Page1ofl

g Mgr Candidates Applica s Ili:::erred
00282 |ADMIN AssIsTANT I | Jo07 000051~ | 0947 - STATE Cooper, Kim View 05/24/11
00283 ADMIN ASSISTANT IIT gggga%%rﬂw- 2232 HEL S EE Y View 05/24/11
00393 .IC}CCOUNTANT.I’AUDITOR 0671-000035- 0671~ walker, Shelley| TrEa
00394 ADMIN ASSISTANT VI ggéé&%%%olu' g?\}ll___' L= U A, E view Print 06/08/11
00397 | ADMIN ASSISTANT 11 gggéb%%%gf“' %gﬁs_l:oa... Walker, Shelley| ., Print 06/08/11
00308  |DIVISION DIRECTORT | 7230 000240~ 7930 - Walker, Shelley| ., Print 06/08/11
00309 | ACCOUNTANT/AUDITOR| 0374-000045- | 0374 - MH-MS walker, Shelley| Print 06/08/11
00415 | AUDITOR,INTERNAL 33355%%‘52500' géﬁiﬁma.. Walker, Shelley| Print 06/13/11
aorss | sooy mevmavce (R0 BT i [N S p
00417 STAFF OFFICER I géggag%%%ﬁu' gllfs S EERCE Walker, Shelley View Print 06/13/11
00418 |ADMIN AssisTanTnr | 3885000006~ | 0865 ~ARTS Walker, Shelley| — yiqy Print 06/13/11
00419 ADMIN ASSISTANT V ggéé&%%%lf = Eﬁléé i S EE Y View Print 06/13/11
00435 | CLERK SENIOR gégéa%ololf?' géﬁiﬁma.. Walker, shelley| Print 07/08/11

Page 1 of 1
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4. a. To print all applications, click on Download All Applications.

& NEOGOV Insight OHC - Download Applications

-8 -= &

v Page~ Safety~ Tools~ @w@

NEOGOV

FInsight OHC

Post Approvals Admin

Welcome, Shelley Walker

Select All | Clear All

My Requisitions | My SME Review | My List | Preferences | Help & Support | Logout

Download Applications

Return to My List

E W Beasley, Pam I'Download All Applications | Download Selected Applications < Previous | Next =
a Callis, Henry STATE OF MISSISSIPPI EMPLOYMENT APPLICATION
H Griffin. Iris ARﬂ.ﬂeceived:SﬁéUll 10:50
T Halpert, Jim STATE OF MISSISSIPPI For Official Use Only:
210 East Capitol Street Suite 800 QUAL:
[l Hartzog. Martha Jackson, Mississippi 39201 DNQ:
E 601-359-1406 O Experience
Jackson. Rand http://www.mspb.ms.qov O Training
] Lepas-anthonv, O other:_____
Jennifer Beasley, Pam
. 371-0012-05162011 ADMIN ASSISTANT III

a Parker, Cindy
[ Parker, Peter
71 Ounones,Amy  [PERSONAL INFORMATION
T Schrute, Dwight | NAME:(Last, First, Middle) |SOCI.AL SECURITY NUMBER:

Beasley, Pam /A
] Smith, Ann ADDRESS:(Street, City, State, Zip Code)

i 258 North Scranton Blvd, Scranton, Pennsylvania 12398

O el HOME PHONE: ALTERNATE PHONE: |EMAIL ADDRESS:
a Test, Susan

LEGAL RIGHT TO WORK
]  Thigpen. Nicole |IN THE UNITED STATES?

: ®Yes O No
] Ward, Hines
Select All | Clear All PREFERENCES
PREFERRED SALARY: ARE YOU WILLING TO RELOCATE?
O v¥es O No O Maybe

Regular

WHAT TYPE OF JOB ARE YOU LOOKING FOR?

Full Time

TYPES OF WORK YOU WILL ACCEPT:

Day , Evening, Night

SHIFTS YOU WILL ACCEPT:

OBIECTIVE:

[EDUCATION

DATES:
From: To:

NAME:

LOCATION:(City, State)

DID YOU GRADUATE?

DEGREE RECEIVED:

MAIND-

LIMTTC ~ABMDI CTEN.

OR

b. If you do not want all applications to print, place a check mark in the box next to the

applicant 6s
Applications.
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NEOGOV
ﬂ'||’]Sig ht OHC My Requisitions | My SME Review | My List | Preferences | Help & Support | Logout

Post Approvals Admin

Welcome, Shelley Walker Download Applications

Return to My List
Select all | Clear All

E L] Beasley. Pam Download All Applications I[Download Selected Applications < Previous | Next >

a Callis, Henry STATE OF MISSISSIPPI EMPLOYMENT APPLICATION

Received:5/24/11 10:50
v
Griffin, Iris %
I Halpert. Jim STATE OF MISSISSIPPI For Official Use Only:
210 East Capitol Street Suite 800 QUAL:
[[]  Hartzog, Martha Jackson, Mississippi 39201 DNQ:
06 O Experience
[l lackson, Randv 0 Training
& Lopas-anthony, O Other:
Jennifer Beasley, Pam
. 371-0012-05162011 ADMIN ASSISTANT III

a Parker, Cindy
[l Parker, Peter
[l Quinones, Amy  [PERSONAL INFORMATION
Il Schrute, Dwight | NAME:(Last, First, Middle) |SOCI.AL SECURITY NUMBER:

Beasley, Pam /A
] Smith, Ann ADDRESS:(Street, City, State, Zip Code)

X 258 North Scranton Blvd, Scranton, Pennsylvania 12398

O Smith, Ro HOME PHONE: ALTERNATE PHONE: |EMA.[L ADDRESS:
L] Test, Susan

LEGAL RIGHT TO WORK
[]  Thigoen, Nicole  |IN THE UNITED STATES?

®Yes O No
a Ward, Hines
Select all | Clear All PREFERENCES
PREFERRED SALARY: |ARE YOU WILLING TO RELOCATE?
O v¥es O No O Maybe

WHAT TYPE OF JOB ARE YOU LOOKING FOR?

Regular

TYPES OF WORK YOU WILL ACCEPT:

Full Time

SHIFTS YOU WILL ACCEPT:

Day , Evening , Night

OBJECTIVE:

[EDUCATION

DATES: NAME:

From: To:

LOCATION:(City, State) DID YOU GRADUATE? DEGREE RECEIVED:

MAIAD- TINTTE Comant CTEN-

5. Another browser window will open with the selected applications.
6. Click on File and then click on Print.
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Edlt View Favorites Tools Help
%Conver‘t - ﬂjSelect

STATE OF MISSISSIPPI EMPLOYMENT APPLICATION

Received:5/20/11 8:47 AM
STATE OF MISSISSIPPI Fﬁgﬁfﬁ“a' Use Only:
210 East Capitol Street, Suite 800 SN A —
Jackson, Mississippi 39201 Q: -
601-359-2725 2 Experience
o " 0 Training
.mspb.ms.gov o Other:
Griffin, Iris N
371-0012-05162011 ADMIN ASSISTANT III
PERSONAL INFORMATION
NAME:(Last, First, Middle) SOCIAL SECURITY NUMBER:
Griffin, Iris N N/A
ADDRESS:(Street, City, State, Zip Code)
123 State Blvd, State, Mississippi 39123
HOME PHONE: ALTERNATE PHONE: EMAIL ADDRESS:

(601) 555-1234
LEGAL RIGHT TO WORK IN
THE UNITED STATES?

® Yes 0O No

iris.griffin@MSPB.MS.GOV

PREFERENCES
PREFERRED SALARY: ARE YOU WILLING TO RELOCATE?
$1,000,000.00 per year OYes O MNo ® Maybe
WHAT TYPE OF JOB ARE YOU LOOKING FOR?
Regular
TYPES OF WORK YOU WILL ACCEPT:
Full Time
SHIFTS YOU WILL ACCEPT:
Day
OBJECTIVE:

[ EDUCATION

DATES: SCHOOL NAME:

From: 7/1989 To: 8/1994 MUW

LOCATION:(City, State) DID YOU GRADUATE? DEGREE RECEIVED:
Columbus, Mississippi ® Yes O No Bachelor's

MAJOR: UNITS COMPLETED:
Music/Education 170 - Semester

WORK EXPERIENCE

DATES: EMPLOYER: POSITION TITLE:
From: 10/2000 To: Present MSPB Director of E-Learning
ADDRESS:(Street, City, State, Zip Code)

Jackson, Mississippi
COMPANY URL: PHONE NUMBER: SUPERVISOR:

7. Select Microsoft XPS Document Writer for printer selection. Click Preferences.
NOTE: If the Microsoft XPS Document Writer option is nhot available, the user will need
to contact their IT department to have the application installed.
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General | Options

Select Printer

= Fax
e HP 4350 134

EQSITGSHIEA e-5TUDIO Serie

b= icrosoft XPS Document Writer

] [ m

| b

Status:
Location:
Comment:

Ready

Page Range
i@ Al

Selection Current Page
") Pages: 1

Enter either a single page number or a single
page range. For example, 512

[ Print to file

Mumber of copies: 1 =

Collate

2t 22 53

J [ Gancel || ety

)

8. Select the XPS Documents tab. Put a check mark next to Automatically open XPS
documents using the XPS viewer. Selecting this option will automatically open the
XPS viewer when a user opens the document to view it.
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e

¥PS Documents

- You can use this printer to save any document or picture as an XP5S
f'ﬂ_ document (xps) file. Print to the Microsoft XPS Document Writer

Automatically open XPS documents using the XPS viewer

Go onling and leam more about XPS documents

| oKk ||| Cancel

9. Click OK.
10. Click Print.
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General | Dpﬂons

Select Printer

= Fax
e HP 4350 134

EQSITGSHIEA e-5TUDIO Serie

b= icrosoft XPS Document Writer

] [ m

| b

Status:
Location:
Comment:

Ready

Page Range
i@ Al

Selection Current Page
") Pages: 1

Enter either a single page number or a single
page range. For example, 512

[ Print to file

Mumber of copies: 1 =

Collate

2t 22 53

[

Pririt

Jj[ Cancel || ety

)

11. Save the document to a location of your preference. The File Name should end in

extension .xps and the Save as type should be XPS Document (*.xps).
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12. Click Save.
@ Save the file as ﬂ
®ei rx
Organize « New folder ﬂ: et '@'
.7 Favorites B T Libraries ] walkersh [ ! | Computer
) Ee;ktfp . l,_;:\-d System Folder & System Folder =SS System Folder
ﬂ. ownloads %
Y = . CA Clarity PPM Login
1=l Recent Places Q.\‘. gi“"”’t y ETyfl I2I a | Internet Shortcut
| System Folder ile folder L] 225 bytes
A Libraries = I Mississippi Portal e-business Login ; WALKERSH & WorksSite MP
3 Documents . Internet Shortcut e (MMRSSLESDATAUSERS) (F) - Sh... 4F | Internet Shortcut
2 Music @ 249 bytes @R, Shortcut @ 227 bytes
[&=| Pictures
E Videos
18 Computer
& o5

S WALKERSH (WM
S ACCESSDB famr ™

File name:  Applicant 1xps -
Save as type: | XPS Document (*.xps) v]
. Hide Folders [ sae ||| conca |

13. The file can now be emailed, printed, or viewed. Email the document as you normally
would an attachment. To print or view the application, go to the location where the
document was saved and open it. The document should open using the XPS Viewer.
However, if a user is unable to view the XPS document, their IT department will need to
download the Microsoft XPS Viewer onto their pc. Download information can be found
at http://windows.microsoft.com/en-US/windows-vista/What-is-the-XPS-Viewer.

9.5 Contact Information
For any questions regarding policy/procedure or security issues contact the following:

MSPB for functional questions at 601-359-1406
MAGIC for security questions at 601-359-1343
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100 NeoGov Userés Quick Help Guide
The following section gives instruction on how to create your user account, how to reset the
password of an existing user and how to request the Username of an existing user. and The
NeoGov training environment is accessible via www.training.neogov.com. The production
environment is accessible via www.neogov.com.

10.1 Requesting a new NeoGov account

1. Click Login at top Right side of window.

2.l n the 6Quick Hel pd menu onDobhétr hghe anhdacaocbh
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